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PREFACE

The 1908 Vocational Education Amendments called attention to the
need for innovative programs in education that would help students bridge
the gap between school and work. In response to this legislation the
State Board for Vocational Education in cooperation with the Department
of Public Instruction, the Bismarck Public School District, and others
have initiated a developmental program in Career Education. This program
has been developed and field tested in the Bismarck District and other
scnecols that have asked to become involved during i970 - 1973.

The following materials have been compiled by the staff of North
Dakota's Exemplary Career Education Program with the assistance of many
individuals and groups. The contents are désigned as ideas that could
be used to develop various Career EduFation concepts and objectives.

The activities are to be integrated into your existing curriculum,
sequenced, and adapted to meet the needs of all people involved in

education at the local school.
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PURPOSE OF THIS GUIDELINE

The Career Education reference material included in this guideline
represents information that will be helpful to teachers in achieving the
goals of a Career Education program.

The guide provides a flexible framework to provide experiences
that will support the learning principles needed to attain the required
knowledge, attitudes and skills essential to productive living. Within
this flexibility, there is no planned sequence of study in this guide.
The needs of the students, the involvement in the world of work and the
classroom facilities should set the stage for the selection of resource

units to be utilized.

1his guide does not provide a framework for a separate unit on
careers. Rather, it is expected that learning experiences from the guide
will be incorporated into existing units of instruction.

This guide is organized around 16 major objectives, To achieve these
objectives the activities include expected student behavior and suggested
learning experiences. Teachers are encouraged to add other goals and
learning experiences which they bave found successful.

The Career Education activities in this guide have been organized
in the Table of Contents as they relate to the elements of the Career
Education Program. With this structure, the teacher has a ready reference
for the selection of an activity appropriate for working with that element.
In using the activities, the classroom teacher should make special note of
the format as it applies to the student and teacher needs. Provisions have
been made for a broad objective and supportive techniques. Also, suggested
resources have been listed to help the teacher and student work out a plan
of study. 1t is not intended that the teacher be limited to the activity
as presented. Rather, it is to be thought of as a poirnt of departure in

accomplishing the desired objectives.

» : 8 vi
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DEF INITION OF CAREER EDUCATION

"Career Lkducation represents the total effort of public education
and the community to help all individuals become familiar with the value
of a work oriented society, to integrate those values into their personal
value struccture, and to implement those values in their lives in ways
that make work possible, meaningful, and satisfying to each individual."
Dr. Kenneth Hoyt

Career Education is an integral part of education. Lt is a concept
that includes as its main thrust the preparation of all students for a
successful life of work by increasing their options for occupational
choice and attainment of job skills, and by enhancing learning achieve-
ment in all subject matter areas. Career Education is a series of growth
experiences which begins in the home.and continues at the pre-school and
elementary, junior high and senior high, post-secondary and adult levels
of education. Emphasis is placed on career awareness, orientation and
exploration of the world of work, decision-making relative tc¢ additional
education, preparation for .amployment, and understanding the interrelation-
ship between a career and one's life style. It provides purposefully
planned and meaningfully taught experiences which contribute to self-
development as it relates to various carcer patterns. Career Education
valls tor a total effort of the home, school and community to help all
individuals become familiar with the values of a work oriented society,
to integrate these values in their lives In a way that work becomes useful,

meaningful and satisfying.
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10.

11.

SPECIF1C_SECONDARY OBJECTIVES

lo create selt-awareness ot students! interests, abilities aud
Japtitudes.

To help students set realistic goals in light of knowledge about
themselves.

fo relate that technology affects the number and types of careers
and to illustrate the interdependency of workers.

To acquaint students with ttie various aspects of community job
resources, job hunting, applying, interviewing and securing

employment.

To show a relationship between school subjects and opportunities
that exist throughout life.

To familiarize students with sources and uses of Ooccupational
materials in the library and/or counselor's office.

To become aware of employment trends and outlooks, employer-
employee relationsips and the distribution and mobility of

employed persons.

[o investigate projected needs for various workers and the career
patterns involved with these workers.

To acquaint students with the basic economics, budgeting, and the
importance of fringe benefits when considering employment.

To acquaint students with labor unions, apprenticeship programs,
and journeyman programs.

To expose students to a full range of occupational opportunities.

To understand goals, values, and aspirations and how they relate
to the choice of a career.

To develop basic problem-solving techniques.
To acquaint students with the need for continuing educat on.
To help students make a realistic choice of post-secondary plans.

To help students make the necessary adjustments for adult living.

ix
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I.

I1.

LII.

Iv.

VI.

SUMMARY OF CAREER EDUCATION OBJECTIVES

PREPARE FOR MAKING CAREER DECISIONS

Know own characteristics relevant to career decisions.
Know the characteristics and requirement of different
carecers and occupations.

Relate own persunal characteristics to occupational
requirements.

Plan for career education or change.

IMPROVE CAREER AND OCCUPATIONAL CAPABILITIES

POSSESS SKILLS THAT ARE GENERALLY USEFUL IN [HE WORLD OF WORK

E.

Have generally useful numerical skills.

Have generally useful communication skills.

Have generally useful manual-processing and decision-
making skills.

Have generally useful interpersonal skills.

Have employment-seeking skills.

PRACTICE EFFECIIVE WORK HABITS

.

moox >

.

Assume responsibility for own behavior.

Plan work.

Use initiative and ingenuity to fulfill responsibilities.
Adapt to varied conditions.

Maintain good health and grooming.

HAVE POSITIVE ATTITUDES TOWARD WORK

moc o
v s

.

Recognize the basis of various attitudes toward work.
Hold competence and excellence in high regard.

Seek personal fulfillment through own achievements.
Value work in terms of societal goals.

Pride in work improves quality.

HAVE A PUSITIVE IMAGE OF SELF

Understand feelings toward myself and others.
Understand and accept my similarities and differences.
Identify, clarify, accept, or change my values.

Assume responsibility toward self and society.
Recognize inherent capabilities.




NEED FOR CAREER EDUCATION

A lundamental purpose of education is to prepare people to live a
productive and rewarding lite.  For far too many Americans our schools
are tailing in this essential mission.

In typical schools throughout the cuuntry young people complain that
curriculums are dull and irrelevant, that their educatior * =~ + opening
pathways to a fultil. 1g adulthood. Substantial numbe’ ¢~ lents score
below their grade level in basic skills; high dropout . :..,, absenteeism,
academic failure, drug abuse, vandalism, and assaults on administrators,
teachers, and pupils signal their discountent.

It is a rare school that equips all its students to make the choice
upon graduation of entering the job market with a salable skill or of
continuing their education. Too often the graduate has neither option,
let alone the opportunity to select one or the other.

Nearly 2.5 million students leave the formal education system of the
United States each year without adequate preparation for a career. In 1970,
not counting enrollment in homemaking, only about one high school student
in six was enrolled in occupational preparazcion. More persons are gradua-
ting from a 4-year college with a bachelor's degree than there are jobs
for degree holders. By the end of this decade eight out of ten jobs in
America will not require a baccaluareate degree.

In a modern society, formal education stands directly between a person .
and his ability to support himself and his family. If the quality or the
appropriateness of any child's formal education is poor, what might have
been a roadway to opportunity will remain a barrier. To fail to fulfill
a responsibility in this respect means to render a large proportion of the
future citizens of this country economically obsolete.

More appropriate curriculums must be developed, validated, and installed
and they must be used more realistically if we are to meet the needs and
desires of students and serve the purposes of society.

Taken from

Career Education
S. P. Marland, Jr., Commissioner
DHEW Publication No. (OE) 72-39
1971
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RATING MY INTEREST

I. In which of the five interest areas are most of your likes? (Column |)

a.

2. In which areas are your strongest dislikes? (Column 111)

a.

3. Which areas do you seem not to care about either way? (Column 1)

a.




MY LIKES AND DISLIKES

INTEREST
AREAS

Column |
LIKES

Column 11
DON'T CARE

Column 111
DISLIKES

OUTDOOR

MANUAL

ARTISTIC

MENTAL

SOCIAL
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abilities
accuracy
acquainted
alert
ambitious
ambivert
appraisal
aptitude
artistic
athletic
attitudes

career community
concentrate
concentration
confident
considerate
(inconsiderate)
clumsy
cooperation
cooperative
courteous
courtesy

demanding
dependable
disagree

efficient
(inefficient)

even-tempered

extrovert

friendliness
friendly

guidance

habit
handicap
handwriting
hearing
height
helpful
hobbies
honest
hygiene

industrious
industry
integrity
intelligence
introvert
jealous

Vocabulary' List
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leadership
loyal

nmanual dexterity
mechanical
modest

moody

neatness

open-mirded
optimistic

participation
patient
penmanship
persistent
personal
personality
physical
pleasant
poise
popular
posture
promptness
punctual

reading
reliability
reliable
responsibility

self-appraisal
aelf-confident
self-control
self-reliant
serious
show~off

shy

sincere

speech
spelling
sportsmanship
sympathetic

tactful
talkative
thorough
thrifty
trustworthy

unreasonable

vision
vocational
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INFORMATION ABOUT MYSELF

MY FAMILY AND |:

Name

Birth Date Telephone

Address City Zip

I live with my (circle one) Mother Father Both Parents Guardian

| have brothers. Ages
| have sisters. Ages

My regular jobs at home are

Sometimes | help at home by

| receive a regular allowance

MY STUDY HABITS

. The subject | have to study the most is

| usually study about minutes a day at school and about

minutes at home. | (do, do not) have a quiet place to study at home. |
(do, do not) have a room of my own at home in which to study.

| (do, do not) usually work in the same place at home every time ! study.

| feel most confident in the following subject, subjects:

I (do, do not) have a definite plan for studyling. It (is, is not) easy for
me to concentrate when | study.

i (do, do not) feel | need help in developing better study habits.

SCHOOL ACTIVITIES

. Last year | jolned these school activities:

. This year | have jolned these school activities

My favorite was

My favorite is

! (do, do not) like to dance. I (do, do not) like assembly programs.

| (have, have not) beer a class officer. 1| (have, have not) been an of-
ficer in some school club or organization.

| have (several, few, no) friends in this school. The name of my best
friend is . (He, she) goes to
School and is in the grade.

<
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MY OUT-OF-SCHOOL ACTIVITIES

. My leisure time activities are:

Summary of important information about the clubs and organizations | belong
to which are not part of the school program:

Meets At what wWhat | like best
Name how of ten? times? about it is:
| go to the movies about _ tLimes a week. My parents let me go out
of the house about nights a week. | am usually expected to be home

by o'clock.

-

. When | am out with my friends, the things we like to do most are:

| spend about hours per day watching television.

| earn money by . | usually work about
hours per week. Other things | have done to make money are:

My hobbies are:

I think my special abilities or talents are:

HEALTH

MY

7.

. My present health is (excellent, fair, poor).

| (have, have not) been sick much during my life. The longest | was ever
sick was days or about weeks.

. My teeth are (excellent, fair, poor).

I (do, do not) wear glasses. 1 (am, am not) hard of hearing. 1 (do,
do not) have another physical handicap. It is
. The last time | had a physical examination was in year .

| {do, do not) sometimes worry about my health.

i (do, do not) have a family doctor. | (do, do not) have a health plan.

23




HOW ARE YOU GETTING ALONG?

In clubs and other organizations:

. What school clubs or community organizati_ons
(such as the Boy Scouts, the Camp Fire Girls,
4-H Club) do you belong to?

. To what offices have you been elected?

_ On what committees have you served?

_ How would you feel if a friend of yours were
elected class president?

... Happy for the .. .Envious of the

friend friend’s election
___Sorry for —__.Determined to beat
yourself him next time
Other:
. Do you like to speak in public or before
groups? Why or why not?
When you have to make a decision, what do
you do?
~___ Seek the advice _Change your mind
of others first several times
___Make up your Other:
own mind about
what to do

. Has anyone ever said that you don’t cooperate

with the group very well?
Explain the circumstances.

. In social situstions:
1. Which types of pecple do you have trouble

talking to?
____ Someone you . Older people
just met Your classmates

_____Someone of the
other sex

Your teachers

— . An important
pe.rson
—._Strangers
Others:
. When you lose a game, what do you do?

—__ Someone of your
sex

Cry or other- __Blame the official
wise show your Other:
disappointment

Congratulate

the winner

. If you win a game, what do you do?
—-——Bragaboutyour Console the loser

<4

performance
Tease the loser

——...Other:

4. Do you feel it is essential to have plenty of mon-
ey to have a good time?

Explain your answer.

5. What types of people do you have difficulty get-
ting along with?

——Bossy ——Successful ———Silly
Talkative Intetlectual
Sarcastic Quiet ____Party-minded
Other:

6. Do you know how to introduce people
properly?

7. Do you think it is very important to be a good
mixer?

Why or why not?

C. With your friends:
1. How many close boy friends do you have?
2. How many close girl friends do you have?
3. When people play a joke on you, what do you
do?
Get angry —_Plantoplaya

— Laugh with joke on them
them
Other:

4. When you hear gossip about a friend, what do
you do?
—Report the gossip — Repeat the
to someone else gossip to the
——Refuse to pass person involved
the gossip on —.Other:
5. Do you like to argue?
——_No ____Sometimes Yes

D. Working with other people:

1.

When you have 2 job to do, which do you prefer
to do?

Work alone ___Have others
——Receive helpor working nearby
advice from others _____Do the job with
someone elsc

When an activity is being planned at school or
in a club, what do you usually do?

Volunteer to ——Hope no one

take charge asks you to help

Offer to help Offer ideas, but

out neglect to follow
through

11




. When somecone does a better job than you,
what do you do?
Compliment the —Find fault with

other person the other person
Offer excusesfor ____Try harder next
your performance time

. If someone tries to show you how to do some-
thing, what do you do?

Get annoyed —Listen carefully
Other:

. How do you usually get along with your teachers
at school?
Very well Well Not very well
—Fairly well
. If a friend criticized & story that you had written,
About you:
how would you reacc?
Get angry - Accept the criticism for
what it's worth

——Criticize the friend's work

Other:
. Do you feel that brother or sister is favored over
you at home?
Yes ———Sometimes —No
. A girl you know refused to skip class with the
rest of tie group. What would you think about it?

25
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— Admire the gir’'s  _____Laugh at the
courage girl for being
Condemn the girl so weak
for trying to im- Get angry be-
press the teacher cause the girl

wouldn’t follow
the crowd

4, Are you ever critical of others because their
religious beliefs differ from yours?
Explain your answer

5. How is your personal appearance?
Usually neatand  —_About as good

clean as your friend
———Sometimes sloppy
Other:
6. What kind of person do you think you are?
— Pleasant and —_Fasy to get
friendly along with
——Rather selfish —_Sometimes
——Hard to get friendly; some-
along with times not
Other:

Gilles, Lambert L., Charting Your Job Future, Sci-
ence Research Associates, 1957.
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Emotions

Fmotions plavy a part ia cvervthing people doo We atl feel joy, fem, anper, or

clation at various Limes.

We react fo our emotions in different ways.

tu coutrol: heart beats faster, blood pressure rises, perspiration accurs,

becomes fast and shallow.

Part of growing up is l:arning appropriate ways of showing our emotions.

The ways people express their emotions vary in different societies.

Traditional ways of expressing emotions change from time to time within

[herc are many cases in which it is be

acceptable ways rather than to supress them,

Psychologists have indicated that people who are emotionally upset are unabl

think straight or work efficiently.

Your emotions become more complex and more refined as you find new and better ways

of gecring along with people.

Seven Signs of Maturity

You

You

You

You

You

You

You

No person, no matter how ma'ure, is able to score 100Z on all

The

sight of your goals for self-fulfillment as a person.

are able to deal constructively with reality.

are able to adapt to change.

can handle fears, tension and anxiety.

get more satisfaction from giving than receiving.

are able to build satisfying relationships with other people.
are able to control your hostile feelings and acts.

are able to love.

important thing is to strengthen weak spots, learn from experience, and keep
This provides satisfaction

with life and the basis for real happiness.

14

Internal reactions are difficult
breathing

a society.

tter to express emotions in socially

of these characteristics.
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“Porsonality Building Blocks"

"Introduction to Self-Appraisal"

You may be wondering why you are being asked to look at yourself when
you may feel that you, above all people, know the most about the person you
are. We all feel that we know ourselves pretty well and that most of the
time we could give the reasons for what we do and say.

Actually, however, human beings are not always easy to understand.
Stop and think for a moment. Aren't there many times when you have acted
a certain way or had certain feelings and you couldn't quite be sure why?
You may recall times when things were going very well, yet you just became
"moody", and for no apparent reason. Also, as with all of us, you have met
some people you liked very much right away, others who didn't impress vou at
all, and in neither case could you really say why.

Most of us have moods once in a while and experience likes and dislikes
for different people, activities and situations. These individual reactions
are all considered "normal’; they make up your personality, which is every-
think that makes you an individual, differing in certain ways from everyonc
clse {your habits and attitudes that cause you to act the way vou do). And
of course, your personaiity is not fixed tor all times; it develops through
the years. LKvery new problem you solve, or experience you have helps form
your personality.

Since vour personality influences everything you do, including your
relationship with the people and the world about you, it is important to
take a good look at this whole YOU. By beginniny to know more about yourself
you can learn how you feel about others and in turn learm how others feel
abou* you. You can get a better idea of the things that really interest
vou, and what you are best fitted to do--in future years in school and
perhaps in the occupation that you will chyose.

Most of us are a little afraid of thigs we do not know about, and
this causes us to hesitate in making decis ons or taking action. The
picture you havc of yourself works in the ' ame way. As you know vourself
better you will be better able to make dec sions and to set your goals.
Why don't you get better acquainted with Y-U!

Taken from:
Choice or Chance.
Alameda County Schools, California
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SELF-APPRAISAL CHECK LIST

tons)der the words in this list and check how often you think they describe

you as you are:

_Alway: ysually

Somet imes

Never

Honest

Happy

Friendly

Sad

Ser ious

Self-confident

Sensitive

Jealous

Popular

Shy

Clumsy

__Show-off

_Afraid

Kind

Respectful

Modest

Proud

—Lazy

Neat

Prompt

Thrifty

Self-controlled

Accurate

Dependable

Angry

Moody

Considerate

Open-minded

Unreasonable

Alert

Demanding

—lndustrioys.

Reliable

Courteous

Cooperative

A Leader

A fFollower

Taken from: Choice or Ghance:;E?Lameda County Schools, California




AUTOBIOGRAPHY
Divide the paper intc the following three points: About Myself, About My School, and About My Home

and Future. Please write the paper one part at a time. Use paragraph form, as you would in any theme.
Do Not set off different parts of your paper with A, B, C, etc.

L

&

About Myself

A. What kind of person I feel I am. The following traits are merely suggested and you need not feel
obligated to use all or any of them to describe yourself. Use the dictionary to find their meanings.
Don't simply go down the list saying “I am emotional,” or “I am adaptable,” etc. If you use words
to describe yourself, it is always best to give reasons or examples to strengthen the statement you
make. In any paper try to give examples or reasons to back up your statements.

emotional persevering tense extrovert
adaptable easy-going individualistic iatrovert
sensitive over-confident untidy irritable
indecisive practical moody argumentive
cheerful serious enthusiastic ambivest
self-confident verbal frank tactful
shy worrier daydreams defensive
self-conscious lackadaisical

B. What undertakings give me a feeling of success?

C. What undertakings give me a feeling of failure?

D. What I consider to be the most worthwhile things in my life right now.

E. What I appreciate most in my friends.

F. If I could be like another person I would most like to be like Tell why.

About School

A. The subjects I like best (tell why).
B. The subjects I like least (tell why).
C. What I do or don't like about school.

About My Home and Future

A. My family’s influence on my feclings about myself.

My family’s influence on my feelings about school.

What job I want to do most for my life’s work (give reasons).

What types of work definitely do not appeal to me (give reasons).

My family’s influence on my feelings about my future. (Possibly you and your family have not dis-
cussed this; if not, say so.)

moaow
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WhAL HAVE YOU GOT 10 OFFER?

what kind of an employee will you make? The following are some questions you can
ask yourselves in taking stock of what you have to offer.

9.

10.

Do you have a real willingness and desire to learn new skills and new ways
of doing things?

Are you neat in your personal appearance and work habits?
Are you punctual?
Can you apply yourself to a job without being earily bored or distracted?

Can you adapt to new and unexpected situations easily?

23

Can you work under pressure, when necessary, witnout becoming nervous and upset?

Do you have confidence in your abilities?
Are you emotionally stable, capable of taking things in your stride?
Have you enough initiative to be able to work on vour own?

Are your job plans in keeping with your own capacities and the opportunities
emp loyers have to offer?

Do you have a sense of duty and responsibility?

Are you reliable? Can you be depended upon to do a job satisfactorily?
Can you gaiu the friendship and respect of fellow workers?

Can you cooperate with fellow workers?

Can you cooperate with supervision and management?

Can you follow directions willingly and without argument because you respect
authority?

Can you understand instructions and carry them out accurately?
Can you accept criticism without feeling hurt?

Cin vou work without constant supervision?

Do you ask questions about things you don't understand?

Can you complete a job once you start it?

Are you 4 pleasant person to work with?

Do you like people?

Are you friendly and congenial?
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YOUR BASIC FEELINGS OUR EMOTIONAL NFEDS

We have just ceen how the conflict between your basic drives and
what is expected of you has affected your personality growth. Now
we're going to discuss another important factor.

Everyone needs security, recognition, love and affection, and new
experiences. These are called emotional needs. How these needs of
yours were met from the day you were born has helped shape your
personality.

I. YOU NEED TO FEEL SECURE

Feelings start early. Even before you were born you felt. The
feelings were good ones: warmth, comfort, complete security.

At birth, everything changed. You came into a new and threat-
ening world. There were noises, lights, changes in temperature.
As if this weren't enough, you had strange new feelings inside
yourself. You were hungry. You had to breathe.

In the beginning, your feelings of physical discomfort were easily
satisfied. If you were fed when you were hungry, kept warm when
you were cold, and given room to kick, you were happy.

‘ The sudden change from complete comfort and security to an
o«larming world probably frightened you. You wanted to be reassured
that all was well. If you weren't reassured, you became tense or
had new feelings of anger and defeat.

Your personality was beginning to take shape. If vour parents
were wise and understanding, they answered these earliest demands
by giving you food, comfort, aid plenty of "mothering." Then
you felt secure and adequate.

You liked your new world and began to develop an enthusiasm for
living and for trying new tiiings. You trusted people and situa-
tions. You felt you were loved because you were you. So you
developed feelings of self-confidence and you became friendly
and cooperative. You accepted minor disappointments and frustra-
tions (situations in which you couldn't reach your goal or have
what you vanted) because your experience had already taught you
that you could trust the world you lived in. As you grew older,
you didn't feel you had to fight against reasonable rules and
regulations.

All babies, however, are not this fortunate. With the best motives
in the *;orld, many parents fail to see that their baby's needs

are met. They fight against their own natural instincts to

cuddle and protect their children. O0: perhaps they are told that
too much cuddling is somehow wrong. Some years ago, for instance,

‘ parents were told that babies need quiet and rest. Mothers were

warned that picking up the baby "spoiled" him. They were told
that babies thrive best under a rigid routine (and identical
routine for all these little individual babies!) and that they

ERIC T oosm




II.

should be fed "by the clock".

We now know that withholding demonstrations of love or imposing
strict discipline too early in life is wrong. It harms a baby's
growing personality. Controls must come gradually, when the
baby is ready for them. He must first feel perfectly secure in
his own world before he is able to learn self-control.

When a baby's emotional needs are not satisfactorily met, he is
likely to develop one of two ways of behaving. This way of behaving
becomes a habit which is hard to change later in life:

1. Retreat. One way of behaving is to retreat. In other
vords, the child becomes timid and shy, lacks initiative and self-
reliance. He seldom gets the credit he should for his abilities
because he doesn't express himself.

2. Attack. Another way of behaviny is to attack. The child
tries to punish the people who withholu ve and comfort by fighting
back. He resists any kind of discipline rebels against any rules.
As he grows older, he takes out his nost..e feelings by trying to
punish anyone in authority.

YOU NEED TO BE APPRECIATED

Just as you need to feel secure, you also need recognition,
appreciation and approval for what you are and what you do.

The little three-year-old who proudly presents to his mother a
sheet of paper full of scribles, calling it '"'my letter to Aunt
Mae," wants praise and approval for his efforts. If your efforts
or abilities in such little ways were scoffed at or ignored as a
child, you may never have gained the healthy respect for yourself
that all of us need.

People who learn early that their efforts are useful and valuable
find it easier later on to do worthwhile things.

Throughout life you will be trying to gain recognition. One of
the difficulties in our highly complex civilization is that
recognition so often comes only from achievement in material ways.
And people somctimes set their goals for material success too
high. Repeated failure to meet these goals brings on anxiety and
discouragement.

It is better always to strengthen the talents and capabilities

ycu have and accept the fact that there are things you can't do
successfully. Concentrating on successes, not on failures, will
help you to bte more successful. This will bring you the recognition
you need.

How do you think these people arc meeting their need for recognition?
1. PETE
Pete finds sc:oolwork difficult and boring. In class he's a

showoff. He « rather be scolded than ignored. Some of the
girls laugh at his antics. He gues from one scrape to another.

42
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III.

How is Pete asking for recognition?

30

Can you suggest a type of childhood training that may have
caused Pete's behavior?

Suggest more acceptable ways to which Pete can satisfy his need
for recognition.

2. HARRIET
Harriet worked hard on her solo part and helped the band win
first place in the state contest. The whole school was proud
of her and she got a great deal of satisfaction out of doing
a good job.

How did Harriet's ways of achieving recognition differ from Pete's?

Suggest how childhood training may have influenced her behavior?

YOU NEED LOVE AND AFFECTION

Closely bound up with your need for feeling safe and secure is your
need for love and affection.

If, in your infancy, your family expressed their love for you, you
learned you were wanted and loved. Knowing this helps you even
now to take the ups and downs tha. are a part of everyone's life.

This need for love is also closely bound up with the need to love
others, which we'll talk more about later. Loving and being loved
bring out the best in you. Marriage, family, movements for improv-
ing social conditions, religion, and all the great humanitarian
causes are associated with love.

Without love, human beings undoubtedly would be cold, indifferent,
machine-~like creatures without fecelings of sympathy, understanding,

or pity.
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YOU NEED NEW EXPERIENCES

Part of human nature is the need for new experiences. A young child
is not satisfied for very long with his play pen. He wants to
explore the room, to feel the texture of the rug, to discover

what happens when he tugs at the lamp cord, to taste whatever he

can pop into his mouth.

When you are little you need plenty of opportunities to touch,
taste, feel, hear and see an ever—enlarging world to satisfy

your need for new experiences. When children are kept too
confined, their personality growth is stunted. They never learn
to find ways to get more enjoyment out of everyday living or to
find new and creative interests. On the other hand, some children
whose needs for new experiences have never been satisfied go to
the other extreme. They seek conspicuous, odd ways to satisfy
their need. They try everything, whether it's good or bad.

These examples illustrate different ways in which people try to
satisfy their need for new experiences:

1. SUE
Sue took the earliest opportunity to meet the new family next
door. She had heard they had a girl about her age and that
she had lived in England most of her life. Sue was eager to
learn about school and dating customs in England. Do you
think Sue is satisfying her need for new experiences in &

healthy way? . Would you say that Sue's parents
probably gave her a reasonable amount of freedom as a young
child?

2. PERRY

Perry got no thrills out of the things most children enjoyed
because his parents always gave him everything often before
he even wante¢ chem. Finally, for excitement, he joined a
gang that skipped school aud roamed the streets. Eventually
he was brought into court for driving a stolen car. Why did
Perry feel this need for new thrills?

Explain why it is a mistake for parents always to anticipate
a child's wants and give him more than he needs?
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10.

ASSIGNMENT SHEET

One big goal that I really want to accomplish is:
Here is how I am going to make progress toward this goal:
My deadline to turn this plan into reality is:

Here are abilities and skills that I have that will help me achieve
this goal:

I have detailed knowledge of the following subjects that will help
me reach my goal:

Here are areas where I need more information, help, skills, and
knowledge:

Here are places and people I can go to get help, to gain knowledge
and information, and to master the skills I need:

Here is the first step I am going to take (this week):
My next three steps will be:

My deadline for completing these three steps is:
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‘ GRADES CONSIDERATION

The purpose of this check sheet is to help you think about:

What your grades tell you about yourself.
How much of your true effort your grades show.
What your grades show your strength to be.

1. The highest grades you received last were in what subject?

2. What do these grades tell you about how hard you tried in these classes?
3. In which subject did you work the hardest?

4. What do your grades tell you about your ability to memorize things?

5. How did your grades measure your study habits?

6. How did your reading skill affect your grades?

7. In which subjects do you usually get the highest grades?

8. In which subjects do you get the lowest grades?

9. In which subjects do you have the highest interest?
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SELF-PICTURE CHECKLIST
‘ Place an X in the column which best describes yourself.

ALWAYS USUALLY SOMETIMES NEVER

Honest
Happy
Friendly
Sad
Serious
Sensitive
Jealous
Popular
Shy
Clumsy
e- Show-of £
Afraid
Kind
Modest
Proud
Lazy
Neat
Thrifty
Even-tempered
Dependable
Angry
Moody
Upen-minded

‘ Unreasonable

Deman. .ng

o5

42




SELF-APPRA. .!, INTEREST CHART

List below some of the activities which you like the best and some you
like the least.

l. In school
a. subjects I like best:

b. subjects I like least:

2. Outside of school

3. Things I will do when I can do as I choose:

4, Some things I have never done but would like to do:

5. Some jobs I have held, either for pay or just because I like the work:

a. things I like about these jobs:
b. things I dislike about these jobs:
N,

6. Hobbies:

56
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Recreation

1. Professional players and boxers

2. Managers

3. Coaches Not necessarily professional.

4. Assistants YMCA, city programs, school programs

Manufacturing Sports Equipment

1. Designers
2. Labor
3. Engineer

Health Occupations

1. Trainers

2. Assistants

3. Physical Therapists
4. Educators (P.E.)

Marketing (Retail Equipment Advertising)

1. Clerks
2. Salesmen
3. Concessions

Media

1. Sport writer
2. Sports photographer
3. Sports broadcaster

Business and Office

Owners
Secretaries
Scorers
Statisticians

£ N
. e e

Public Service - Wildlife Recreation

Forest ranger

Park director

Guides

Game Warden

Concession employees

(Park services, Civic centers, sports arena)

Ut & 0 N e
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¢ News Article and Job Clues

Hotel Remodeled
At Muskogee

World’s Own Service

MUSKOGEE — One of Mus-
kogee’s oldest business estab-
lishments, the Severs Hotel.
built in the early 1900s, is
: being partially remodeled. Fu-
ture plans call for a complete
Carpentry —— renovation, including installa- . L
tion of central air conditioning — Air Conditioning
. on the basement, lobby and
mezzanine levels.

Remodeling plans include 3
new dropped ceiling and pew
Painting —— paint throughout the hotel
which has long been a center
for civic and social functions.

] The exterior of the building
Sand Blasting— is to be cleaned. and window
sills will be repainted, man-
ager Martin Markovich said.
Markovich added that future
. .. Dplans for the hotel include new § ,
Electrical Wiring—wiring, water pipes, aluminum ————®lumbing
windows and replacement of
furniture and drapes in the

lobby. \

Transferring and Storing
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What are some of the psyehologieal and socral satisfacnons that mas
be gained from work? The following list mav imptess vou with the need to
consider such satisfactions in choosing an oceupation or seeking a job:

Liking the work you de

Using vour capabilities

Feeling ~uited to vour work

Waorking with numbers

W oorking with words

W orking with things

Waorning with voun hands

W othing fust

\ url\nlg slowlhy

Duing precise work

Daorag things killfully

Paing things others can't do

('ulll‘u ting with others

Doing 1outine work

Always hnowing what's next

Doing avariety of things

Fucountering unexpected tasks

Being ereative or original

(;aining e~thetic enjoymoat

Dealing with people

lufluencing people

Dealing with ideas

Being « hallenged intellectually

Madter g an area of know ledge

Rnowing why you're doing
wmu'lhing

Secing the produet of vour work

Enjoving daily aceomplishment

Releasing energy through activity

Moving about at your work

Fraseling as oart of your work

Running oceasional risks

Feelmg wafe from aceidents

Hiuving cons enient working houts

Wathing n pleasant curroundings

I ating gooed food

Having tune and energy for other
aciinties

I

Doing an honest day’s work
Sensing order in your life
Foeeling sure of heeping your job
Feeling independent

Having 1esponsibility

Nat having responsibility
Feeling useful and needed
Getting attention

Being judged fairls

Being tieated bike a person
Having vour work praised
Feeling proud of yourself

Being able to express vour ideas
Feeling weH-confident

Feeling important

Having autheisty over others
Telling others what to do

Being told what to do

Daing things on vour own
Exercising feadership

Being promoted

Being a riember of a group
Being with other peaple

j\N nll\illg I)) vourself

T.l"\ing to co-worhers

Falking to others

Liking vour caworhers

Being liked by co-workers
Feehng loval to others

Helping other people

Doing work of value to society
Feeling part of something hig
Peeling enthusiastic

Feeling morally worthy
Vehieving vour ambition
Making vour family proud of you
Gaining prestige in your conununio
Becoming well known

78
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CRIT1CAL THINKING

Critical thinking is the ability to solve problems by using logical methods.
The ability helps a person to adjust to new situations in his daily living
and can aid him in making wise occupational choices in later years.

Process of critical thinking:

The steps might be listed as follows:

1. Identifying and defining the central issues. State your problem clearly.

2. List the obstacles that stand in the way of your solving this problem.

3. List the assets in your favor that you have to work with in solving
this problem.

4., List possible solutions. (Put them all down, even if some of them
don't seem logical at the moment.)

- 5. Try to figure out what the results of each of these solutions would be.

6. Choose the solutions that seem best to you and put them into action.

PROBLEM IDEAS

Possible Problems:

School Re ared Things in General
future war
About Myself poverty
feelings prejudice
getting along with others religion
home and parents standards of right and wrong
boy and girl friendships
health

36
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PROBLEM CAUSES

. Difficulties

from problems within ourselves
physical or mental deficiencies
personality problems that hold us back
habits of behavior

When we aren't getting anywhere with solving problems it is time
to seek help.

Some tips to follow in deciding if you need or want help:
1. If you feel troubled and can't put your finger on the problem.
2. If you try to escape the problem.

3. If you get terribly angry and upset about your problem.

4. If when you list things that stand in your way you find you are
always blaming others.

5. If you can't figure out anything in your favor that will help
. you solve your problems.

6. If your solutions are unrealistic, or even imaginary.
7. 1f you are continually dissatisfied with the solutions you decide upon.

8. If you take an unusually long time in solving your problem.

Where to get help:

ye family

counselor

teacher

minister

a sympathetic adult

professional
family doctor
psychiatrist
clinical psychologist
psychiatric social worker
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HOW PERSONALITY GROWS

When you think about your per-

sonality, wyou probably think about
the person y.u sre today., But how
did you get thut way? To answer that
question we really have to under-
stund how personality grows and the
things that affect that jrouth.

Picture yourself as a new-born
snfant. You wanted what you vanted
when you wanted it., .nd you let ihe
world know. Of course, you didn't
always get it immediately., It took
time for your bottle to werm up or
for other to get to jsu. ‘In having
to wait, you faced the first conflict
between what you wanted and what you
could get,

As a little ohild, you oried or
fought to get your way. You felt re-
bellious when you didn't get uhat
you vanted. You €idn't reason, you
didn't consider others, you were only
concerned with your own wighes, your
own bavic drives.

We are all born vith basic, bio-
logical drives. They are an essential

part of our equipment for living. Psy-

chologists have listed and classified
many of them. Iere are a few:

l. Aggression or the drive to sur~

vive
The sex drive
The hunger and thirst drive

88

and others around you taught you

these social standards. They taught
y2u that you had tc control wsnd dir-~
ect your desires and that you had to
learn the difference between right and
Wronge

Of course, the battle within you
continued. There were many strug les
between what you wanted to do and
what you were allowed to do. Learning
tiie habits and conduct that others
expected of you wesn't easy. You
probably wondered often why you had
to share your toys and eat wiat was
good for you. AndG you probably re-
fused quite often to follow some of
tiie rules set down for you by parcuts
and teachers. )

LEARNING > JLF-JISCIPLINE

If you were fortunate, your parents
helped you slowly gain control over
your desires and drivew. You learned
to gave up some kinds of behavior in
order .o get that smile of approval
from iion and Jad. ‘nd through your
learning ex; erience you slowly de-
velo;ed your oun conscience - a kind of
inner policeman that tells you vhat is
right and wvhat is wrong. For instance,
vhen you were very small the only way
your motier could keep you out of the
candy box was to keep it out of sight-~
or punish you. s you grew older and
leczrned that you couldn't talke a piece

The drive for physical activity

. The drive for growth (which in-
cludes iiental, emotional, spirit-
ual, and physical growth)

(¢, IR~V V)

of candy anytime you wantbéd it, you
depended on your vwon ccnscience, not
your mother, to keep you from eating

These drives have to be satisfied,
Even as a baby you instiactively felt
this, The thing you didn't know was
that your need to satisfy those dvives
often cunflicted with the needs of
others. When you were hun;ry in tiie
night, you wakened and cried with no
concern for you tired .ot..er. You
hadn't yet legrned to think «f anyone
else's welfare. You didn't know that
the world into which you were born wvas
soon going to expect you to consider
others and to be co-operative, honest,
and loyal. But slowly your parents

101

the whole box of candy. You wvere -E,
learning self-discipline.

At the sa.e time you were also
learning to 'sublimate.' According to
tue dictionary that means to redirect
your urges from activities sociéty
doesn't approve of into activities that
are more desirable. sports of all kinds
for example, give you a chance to '"re~
direct' your azgressive urges. \lhen
you feel irritated with the world, in-
stead of getting angry with a friend,
you can try beating him on the tennis
court, Sex drives that society re.uires




you Lo control .and sublimats c.n lead
to creative activities like aré and
aasic,

K:;.;:’IN o ﬂi.‘ Bl -LLNCE;

All parents are eager for their
children to ie ‘'good" boys anc girls.
But so.etimes they are too eager.

They issue too many ''don'ts" too early
and are too hard and too strict. The
child never has a chance to learn self-
cont¥#ol or to make hiis own choicess

The control all cones frow his _arents.

Some parents bend too far ‘tihe other
way. In their eagerness to zive their
child love, they neglect t.e discipline
that a child needs if he is to learn
what is expected of liim.

Discipline is a necessary part of
living, but it uust be learned grad-
ually or tne two forces of what you
want to do snd what others ex;ect of
you will get out of balance.

Then, eitpner of two things .ay
hap, .en:

1. If your drives are too strong
and uncontrolled, your behavior te-
comes undesirable. Your wisiies pro-
bably clash wit.. those of otuer people,
but you always do as you please, ig-
noring tiie cther fellow.

2. If your conscience (tiat's your
inner cortrol) is too strict, you be-
come too hard on yourself. You worry
over every fault and failure. You
feel guil.y about everything you do
that isn't exactly right. You may be
unable to live cowfortably in your
social world. You may withdraw from
peo:ile and beco.e unable to express
yourself. You uay alsoc seek relief
through continual tiredness or illness-

headaches, upset stomach, or othi'r ills.

Balance between th: two forces is what
you want.

Few of us ever completely outgrow
this struggle betwcen the two forces
of what we want to do and what is ex-
pected of us. You are probably still
facing it. You may still refuse to

follow certain rules that adults ii;
pect you to follow. et

But, for tﬁl

part, you have probably learned to
want to do what others expect of you.
4nd, in growing up, you have copied
the behavior of your parents or other
adults you like and trust.

i/hen you have learned to keep a
good balance between your desires and
what society expects of you, you have
truly grown up. The mature well-ad-
justed person is the one who thinks of
other peo_le's hap_.iness and comfort,
even though he may have to give up
some of the things he wants to do.

In the s ace nrovided, indicate
whether you think it*s the kind of
training tiut widl help the child
balance what he wants to do with wh:t
people expect of lim. Fxplain yonv
reasons.

1. 1irs Smith told Mrs. Jones: "I
know Fi.umy's destructive wiexn he
scribibles on the living-room wall, but
he's so little 1 just hate to say ‘no'
to him. He'll have it hsrd enough
later on."

- - e . s — o

2. Jack said to his father: "I'm so
mad at Jim I'm going to sock him next
time I see aim.'" Jack's f.ther re-
plied: 'Your're getting to be a big
boy now. There are other ways of
settling a quarrel besides socking.
Can't you talk the watter over with
him? If you have so much energy, why
don't you try to wear some of it off
on your new punching bag?"

3, "Good little #irls are seen and
not lieard,'" Jane couldn't remember

how wany times her mother said that to
her. When Jane was in high school,
she was very quiet and took no part in
school activities.

89




Are "out-of-balance''personalities
hopeless, or do you think people can
do something to achieve better bal-
ance? _ Explain.

103
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10.

11.

12.

13.

14,

15.

1e6.

17.

18.

19.

20.

FOLLOWING DIRECTIONS

Read evervthing before doing anything,

Put your name in the upper right-hand corner of your paper.
Circle the word "corner" in sentence two.

Draw [ive circles in the upper left-hand corner of your paper.
Draw a square around each circle.

Put an "X" in cach circle.

Write your name under the word ''Pre-test."

Next to the word "Pre-test" write "Yes. Yes. Yes."

Put a circle around each word in sentence 6.

Draw a triangle in the lower left-hand corner of your paper.
On the back of your paper multiply 5 x 20.

Underline the word "paper" in sentence 4.

Call out your name when you reach this peint in the test.

Lf you think you have followed the directions up to this point, call
out, "L did!"

Un the back of your paper add 90 + 7.

Draw a circle around the answer to number 15.

Put a square around e circle in question number 15.

Count out loud in your normal speaking voice from one to ten.
Subtract 6 from 10.

Now that you have finished reading carefully, do only senctences
number 1 and 2.

105
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SAFETY RULES AND CHARADES

WEAR SHOP CLOTHING APPROPRIATE TO THE INSTRUCTIONAL ACTIVITY BEING
PERFORMED.

S

You are wearing low quarter shoes instead of boots while welding.
A spark drops into your shoe.

CONFINE LONG HAIR BEFORE OPERATING ROTATING EQUIPMENT.

You have shoulder length hair. You are operating some sort of
rotating equipment. You have forgotten to tie your hair back and
it gets caught in the machine.

ALWAYS WEAR SAFETY GLASSES. USE SUITABLE HELMETS AND GOGGLES FOR
WELDING.

You have just one more weld to make. You decide not to put your
goggles on. A spark flies into your eye.

REMOVE TIES WHEN WORKING AROUND MACHINE TOOLS OR ROTATING EQUIPMENT.

You have stuffed your tie inside your shirt front instead of removing
it. You are running a sabre saw. Your tie works out and gets caught
in the saw. '

REMOVE RINGS AND OTHER JEWELRY WHEN WORKING IN THE SHOP.

You forgot to remove your ring in the shop. You get it hung on a nail
head sticking out of a board you are picking up. You try to drop the
board. It twists and tears the flesh from your finger.

CONDUCT YOURSELF IN A MANNER CONDUCIVE TO SAFE SHOP PRACTICES.

(Choose a classmate to help you in this charade.) You just can't
resist picking up a scrap of wood and throwing it at one of your
friends because you know he will duck. He doesn't.

USE SOAP AND WATER FREQUENTLY AS A METHOD OF PREVENTING SKIN DISEASES.
You have been using acid in soldering. You are in a hurry and do not
wash your hands. All at once you disrover your skin is badly
irritated.

KEEP ALL HARD TOOLS SHARP, CLEAN, AND IN SAFE WORKING ORDER.

You are working on a lawn mower with a greasy wrench. Because of the
grease the wrench slips off the nut and hits you in the head.
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Is listening important?

As adults we use language in this order.
a. Listening
b. Speaking
c. Reading
d. Writing

Language is either oral or written.
"We can read faster than we can listen."
"We think at about the same rate we read."

"Listening is done at a slower rate and because of this, the two must be brought
into focus."

How is information related to what is already known?
We fill in the time between listening and thinking with any related infor-
information.

There is a difference between listening and hearing. Every seventh second,
the auditory nerve is inoperative and realigning because it cannot take the
constant bombardment of sound.

Reading and listening is related to:

the act of seeing

perception is the mean unit of language
comprehension is related to the known

ea
1
2
3
4. taking what we know and using it is utilization.

Twenty Principles of Listening

To listen effectively is an art. Listening well requires conscious attention
to these things:

Awareness: The mind can direct itself to oinly one detail at any one time.
Therefore, we cannot talk and listen simultaneously. We must concentrate
both visual and mental attention to the other person.

Focus: Keep the mind receptive to what is being said. Try to grasp
the speakers meaning and feeling. Avoid any negative aspects of the
other person.

Summary: Ask-what has been said? What does this mean? Pause before

responding. Think, then answer. If jnterrupted, stop and refocus on
listening!
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IDEAS FOR TEACHING OF LISTENING

Read paragraph orally and have them listen for:
1. main idezs
2. details or facts

Write notes at end.

Have students submit questions that can be asked of the class after his
oral report is given.

Word of the Month Club:
Choose a word that is of interest to you (student)
Present an oral explanation and definition.
Write on the board.
Present a short test when finished.

Inventory:
What did we learn?
Summary
“his is good for class end.

Games:
Numbers
In grandmother's trunk is:
I went to the store and got a pound of butter. I went to the store and
got a pound of butter and a quart of milk. Continue this.
What's in a word:
give definition
then first word
then number of letters
Twenty Questions:
YES or NO answers only
Listen to recordings and listen for examples of illiteracy

To emphasize listening loss:

Have three or more students leave the room.

Read a short article to the remaining students. (Be sure the article has
more facts than they can remember to emphasize listening loss.)

Have member of large group tell one of the three the story they heard.

Then that person will tell the second of the three.

Then the third will retell the story to the class.

This illustrates that we add things not heard. We say things that are
wrong (twist facts).

We leave out importar* information.

There were primary and secondary sources of information

Discussion questions:

Why wrve or are certain facts remewbered?

Why is there listening loss?

1. We try to remember too many facts.

. We discard seemingly minor details.
+ We listen and hear only what we want to hear.
. We don't hear.
. Poor accoustics.
+ lords not understood.
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HOW NOT TO TEACH LISTENING

Oral reading of stories in a class. This is okay for poetry.

Repetition of answers given to oral question.

Encourage that answers to questions be directed to members of the class.
Kids become poor speakers because they give answers to teachers rather
than to class.

Students become sloppy because the teacher repeats. Instead, have
students repeat so the class members can hear.

Oral reports need to be followed up with questioms from listeners. This
also encourages more meaningful questionms.
Ways to teach listening more effectively:

1. Prepare

2. Set up purpose; there must be a purpose for listening.

3. Present meaningfully.

4. Followup.
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Twenty Principles

8 Most people hsten but few hear

B Inabibity—or unwiibnaness ~to hsten 15 the major
cause of poor commumc ations

B Poor histemng means poor concentration Which
means a large eqo

8 A mgjor index of emotional maturity 1s the ability
to listen .

8 Pretend you have no voice Not only will you
interrupt less, you will trear far better.

8 Observe the good listener. even his physical pos-
ture shows concentration

& if i's worth saying. it's werth histening

8 Nouce how often a poor memory goes with a
poor histener.

8@ Speak with enthusiasm but hsten with calmness.
8 A top professional at anything 1s 3 master histener.
8 For one full day, speak as httle as possible.

8 If you must speak. ask questions.

8 An interruptor is usually guarding a closed mind.
8 Poor histeners. shuffle papers, look away, change
the subject

8 Gond listeners: stop the phone. look you in the
eye. give you all the time you need

8 A qgreat control for social or business tension 1S
the practice of the art of hstening

® Disastrous decisions have been made by key
people because they “tuned i on the other person’s
appearance or personahty instead of on what that
person was really saying.

8 To hsten with art, practice a listerning attitude, a
hstening posture, and ¢oncentration

8 There 1s no such thing as an unpopular histener
8 To succeed. one must understand To understand,
one must hear To hear, one must hsten! .

£1966 PDC 210 North Second St, Minneapobs, Minn 5540)
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' INTERVIEW “UESTIONS

o Tersomeay Le o~ 0 omert o searching or superficial, depending on the tvpe of job you
are seening 4N the techniyues used oy the interviewer. The direct questions listed beilow are
the s0rt vou may be arked and are designed to evaluate your skiils, background, education and
work experience, At the same time, the interviewer will be asking silent questions about your
willingness to work, your ability to get along with your supervisors and fellow workers, and
your future worth to the company. The silent questions are listed to the right of the direct
questions.

INTERVIEW QUESTIONS SILENT QUESTIONS

Job Qualsfications Is this per<on really interested in this kind
of work or just shopping?

Does he know about our company? products, etc.?

Is he a job hopper?

Has he progressed on his previous jobs?

Is he realistic in selecting the kinds of
jobs he can do?

Does he have a mature view about the world
of work?

Does he get along well with his supervisors
and ellow workers?

Does 2 5o m to have enough drive to succeed?

Leadership potential? Will he be a valuable
employev’ Make money fur the business?

Does he really have the necessary skills and

Why do you want to be a ?

Wnat are the duties of a ?

Why did you select our company?

What skills, training, or experience do
you have that will help you do this job?

What jobs have you held in the past?

Describe your work at . How long?

Did you receive raises? promotions?

Why did you leave?

0id you like your work? boss? fellow
workers?

training?
' Educational Background
What high school did you attend? Graduate? Has this person shown enough drive to get his
What subjects did you like? dislike? diploma?
What were your grades? attendance? Do his grades show a serious attitude?
tardiness? Has he been on time and attended regularly?
- Did you get along well with your teachers? Does he get along well with people in
counselors? administrators? authority?
What activities did you enjoy? clubs? Does he get along well with others?
school offices? Is he sociable or a loner?
What were your difficulties in school? Does he have leadership potential?

Has he succeeded despite difficulties?
Does he have necessary educational background
to leain the job? profit by inservice

training?
Personal
Do you live with your family? Has this person accepted his home responsi-
Do you support or help your family bilities?
financially? Will he fit into our organization socially
What kind of work do your parents/spouse do? and emotronally?
How long at present address in city? ls he mature?
0o vou have brothers and sisters? Does he get along well with others?
Do you get along with members of your Is he established in the community or a
family? transient?
Do you have working friends? Do his acti.ities indicate leadership poten-
0o you have dependents? tial?
Do you belong to clubs, community groups? Do his hobbies ind:icate useful skillsg?
' What do you like to do in your free time?

Do you have hobbies?
How well do you know your personal
references?
. What kind of work do they do? 1
LS
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INTERVIEW QUESTIONS SILENT QUESTIONS 1N
L]
Health
Are you in good physical condition? Is he in good health?
Do you have any problems that will keep s he physically able to do the job?
you from doing certain kinds of jobs? Is there any indication of emotional prob-
Are you frequently il1?7 lems?
Will you take a physical examination? Will he be frequently absent?

Does he have physical handicaps?

Financial
——arca’l

Do you contribute to your family finan- Does he have a mature attitude about
cially? finances?

Do you have personal debts? Pay bills? Will he be likely to have financial dif-

How much do you expect to earn? ficulties? attachments?

Is he realistic in terms of expected salary?
benefits?
Future Plans

What do you want to be ten years from now? Is he willing and able to profit by future

Are you planning any future training? training?

Are you willing to take part in our Does he have realistic vocational goals?
training program? Is he pursuing them?

During the interview, let the interviewer lead the way. Have the information about yourself
well in mind so that You can answer his questions accurately and forthrightly,

Near the end of the interview is the best time to ask about salary, benefits, union, and re-
quired tools and clothing. To do so earlier creates the impression that your main interest
is in money and not in the job itself.

The interviewer will give you a hint when he deslres to end the interview. Don't prolong
things after that point. It is in order to ask about future openings. Be sure to thank
the interviewer for his time.

s

JOB CANDIDATE INTERVIEW EVALUATION SHEET

Directions:
Circle one number only for each jtem. (5-Excellent 4-Very Good 3-Good 2-Fair 1-Poor)

I. Prompt S 4 3 2 1 9. Shows confidence 5 43 21
2. Well groomed S 4 3 2 10. Frankness 5 4 3 2 )
3. Suitabie dress 5 4 3 21 11. Good diction 5 43 21
k. Maintains good posture S 4 3 2 1 12. Good grammar 5 4 3 2 i
5. Polite 5 4 3 2 1 13. Cooperative 5 43 2
6. Well mannered S 4L 3 2 14, Enthusiastic 5 4 3 21
7. Good habits S 4 3 2 | 15. Asked questions S 43 2
8. Well informed 5 4 3 2 16. Maturity S 4 3 2




o1t
SuUoTlIBTAS1IqQe Jemmeld -~ TEII2jew 3BX3] $AXIATIOV STHL Y04 NOXIVIIHEO0D G3IS3oons

{suo1ieTasiqqe
Auew 3sn spe juem op Auyy °T
1S83 1so0q

{°wlAo0 f*doApe ‘*3uli :uesu
suor3er- ".qqe 3UIMOTTOJ BYl op aeyy °g

SUOTIBTADIqQe Auew asn spe juem Oop AuM I
3sa3-21g

*UOTISSNOSIP
Y3noary pauried UOTIBWAOJUT UO OIaYdD B SE
suotletaaicqe pe juem uo zInb udissy °y

*jooT3ano qof aya o3 @duej.aodur
Put UOI3;uijop S3IT 031 SEB YIEDd SSNOSIP
ISTIT @Yl poisTdwod 2aBY SIULPNIS 1933V °€

*sSuoT3eTAR1qQE pasn
ATuowund uwo 3SIT 3urod 9] anssy °g

31s93-3S0g e
*suoTieTAd1qqE mm
94yl 3ursSn INOYITM PB JUBM 3Yl 23TIM *spe juem iadedsmou urt
wayl IABY pPUB SLUDPNIS 03 pe Juem JO pesn sSmial pue SUOTIBTADIQQE
s91dod> 9nsSS] °Spe Juem UT SUOIIRTADIQQE Surpuelsispun ul sowvs iadxs pue
siadedsmau woay spe pajuef, diay 8ursn 103 suoseal SSeTD Y3ITM SSNOSIQ °T YoTiewiojul uted o3 aie SIUIPRIG
3s931-31g
STVIYILVR 3D¥N0STY 4ndINHDAL @31$3090S ALIATIOV
agamnms Zomem Ll s *qol 3yl 3o A3TITTIqRaTSSap =yl
uodn aaey Swidl 9S3Y3l JO XIS 3ISEA] IT 3BY) SuoT3edTTdwT 3yl Ino °3Tam
TTTTABTH AT AT qEART w0veED azaisIoon 03 @Iqw 2q os7e >Tnoys £ay] °spe pajueam dyay ug pasn suoTleTtadi1qqe
PuUB SW133) PIasSn ATuomwmod 3yl jo ¢ AJTIUSPT 031 ITqe aq pInoys sjuapnis
N USTTSUS  vauv 1URCFAS Q3Ls3oons  °Y3 3O %08 ‘£3TATIO® STY3 jo 3Tnsax e Sy  :3ATIDACEO TVHOIAVAIE D14103dS
‘pe pojuem diay e ur pasn swial pue U0LIBTA3IQQe Y3aTM s3juapnis jurenboe o :FAILNALES AvVOoId
FTTITATIOV INGHHO Tm~ia S Iaava spy aueyM iadedsmoy @,
¢
® ® ® -2
. i
Evm




111

STVIYILVH 3DYN0ST

awil-jaed

MaIAId3UT

Satuieal

KA3itunjaoddo

dWTIIBA0

JuawadueApe®
:qol 3y jo L3r1yiqeaissp
a4yl 03 paedax uil aaey SuLial
SutnoyTo3 2yl op suotiediTdwur 3eyM

*Swia3 pasn
Lfuouuod uo 3s23 jutod uadIXNTG

INOINHOAL AIISASONS

"Z

124

ALIAILIOV

L3THS ALIATIOV NOILVANIINOD

O
ERIC

E




112

MATCIENG
. ABBREVTATIONS TERMS
Nec, 1. Clerk
Wk. 2. Trainee
Mo. 3. Experience
Sal. 4. Hours
Exp. 5. Months
H.S. 6. Overtime
P, T. 7. Year
Clk. 8. Salary
Adve. 9. Opportunity
Dept. 10, Part time
Ovtm, 11. High School
®
Yr. 12, Interview
Oppty. 13. Advancement
Hrs. 14, heek
Intvw. 15. Department
Trne. 16. Necessary

Help wanted ad:

Secty. little exp. nec. H. S. grad pref.
Sal. 75/wk. Oppty. for advec. Ovtm. for nite
hrs. and hols. Bippy Employment Agency,

210 Clare St.
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the highest rate of personnei turnover oeceurs in the first few weeks

POINTS TO CONSIDER TO ASSURE JOB SUCCESS

During the first weeks you must adapt

yourself to your employer and co-workers,
in turn are adjusting to you.

first impressions are especially important,

The following tips can help you succeed at your job!

*Dress appropriately. Yind out the kind of clothing you are expected to wear.

*Your manner. (How you conduct yourself 1in the presence of your co-workers.)

An office or plant is part of the adult world and childish behavior
is out of place, disturbing, and unwelcome.

Your first task is to learn your new job. Learn it as rapidly and as
thoroughly as possible.

*Ask questions if you are in doubt about what is expected of you.
Show initiative and interest and appreciation for the help you receive.

Get as much information about your job as you can by using libraries, trade
publications, your company magazine.

Learn to know your employer's company and how your work ties in with the
total picture,
Cultivate good habits®
Be on time.
Be pleasant to be around.
*Be systematic in vour work.
Be at work,
*Be accurate and neat.
Be conscientious
*Follow rules and regulations.

*Work well with others:
How well you get along with your co-workers can mean the difference

between satisfaction and dissatisfaction with your job.

*Don't expect the group to adjust to you.

They got along fine before
you arrived, and it's up to y

ou to win their friendship and. respect.

Getting along with the boss.

Your performance and progress on the job depend on how he sees you,

Your good habits will impress him.
The conscientiousness and punctuality will impress him.

*Show him respect but avoid false humitity and apple polishing,

Try to see his side :and understand his position.

*Learn to be o good listener.

Look for ways of improving your job, but don't be tro quick to

suggest chanpes.  Meke vour suggestions diplomatically.
It you wish to progress you must be prepared to d
else, by developing greater skill and unders tand{

olxgl Job better than anyone

116
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STEPS IN ROLE-PLAYING
Preparation and Selection:

1. Select the problem

2. Discuss aspects of performance and expression.
3. Explain exact role each actor will play,

4. Explain role the audience is to play.

Audience Roles:

1. Should pe looking for specific points.

2. Suggest that each of them identify with or try to experience
the feelings of one Or another of the actors,

3. Assign some other task that makes them responsible for
observing some aspect of the action and reporting on it.

a. General interaction

b. Identify feeling, thoughts and actions of one
or another of the major role participants.

Dramatic Action and Discussion ¢

1. Enough time must be allowed for the student to
become thoroughly immersed in role.
) 2. At conclusion it is important to dissociate the
actors from the role they played.

3. Students must concentrate on role played and not on actions
of the persons portraying actors.

Evaluation®

The teacher and students should review the successes and failures
of their role-playing experience. The purposes, procedures and
effects of role-playing should be analyzed so decisions about

the need for additional role~playing or reenactment of the scene
can be made.

130
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APPENDIX: RESOURCE MATERIALS FOR
ROLE PLAYING

Many types of role-playing excraises are induded in this Appendix.*
Some are nost appropriate for elementary school students, others are de-
signed for intermediate or secondary school students Many areas of in-
teepersonal, intergroup, commuunnty, and acadenic experience are presented
m these examples They are only examples, however, and the teacher
should select those bost suited to the neads and abihities of his lass,
rephrase or modify them, or (reate new ones as he sees fit

1. Warm-up Exercises

A. These exercises are basically pantonumic and require a2 munimum
of cmotional involvement and expression. They may be effective for free.
ing 1nexperienced or withdrawn students to peeform in {ront of their peers,
Where multiple endings are given, the teacher an select only those he
prefers or give them in succession to one or to different students

1 Pretend that you are walking - through ety deep snow - -on

marbles. - -through fallen leaves

Pretend to cat ——an we-cteam cone 1 potato chip  a loltipop

--a pikle —a toasted marshmallow - cotton candy —a lemon.

3 With another student or 1n a arcle of students, pretend to toss back
and torths --a baseball. - a bashetball. - a chunk of 1ce.  a feather.

4 poreupine - a plllow -4 very hot potato
4 Show the class what you would do 1f:  vou had just walked five mules.
the temperature got up to 95 in the shade  you tried to lift some
barbells. —-you had a blister on your heel but were late for school
~—you had a cinder 1n your eye. ---you had to warry a full pail of water
without spilling any.

5. Without using any objects, show the «lass how you. - -brush your
tecth 1n the morning. —nail two boards together. -—put on a pullover
sweater

6 Stand facing another student. When he makes a movement, pretend
that you are his reflection in a micror. Keep this up until you can do
it well, then change roles Make your moves slowly at fiest, don't tey
to trick the other person

" Read aloud from one ot your schoolbooks, pretending that you have
a mouthful: --of marbles. - of stryight pins -—of peanut butter

[£%3

*Some of the exercines were taken from work done by Rosemary Lippatt on
NIMH Grant OM 376

Role-Playing Methods in the Classroom
Mark Chesler and Robert Fox

Teacher Resource Booklets

SRA p.64
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WHAT MANAGEMENT WANTS

122

“I'm sorry, Miss Jones, but we just don't have any opening for you,"

You are probably still a little voung to have heard this sentence or one like it
directed to you, but some day in the future you may very well exnerience the
feeling of having not been accented for a job. The reasons why neople are not hired
are long and varied, but, in general, employers have some basic ideas as to what
they don't rant and what they want in an employee. A group of emplovers in
California gave the following as reasons for not hiring job rpplicants:

1. ¥ducational requirements could not be met. Most employers require
a high school diploma as basic qualification, higher degrees of skill
or training for specific types of jobs, i.e. shorthand for certain
types cof secretarial jobs.

2. Yailure to meet minimum company test requirements. ‘'lost companies
use some form or other of objective test, either single test or
a battery.

3. Lack of skill or experience in jobs available.

4. Personal qualifications, i.e., attitude, appearance, personality,
verbal expression.

5. Physical and/or medical reasons.

6. Poor references.

7. Security reasons.

8. Unsatisfactory scholastic and/or attendance record in school.
You can get a good idea of what employers want by studving the application forms
and the interview forms they use. We will look at onc or two of the forms shortly;

however, first we shall look at some of the major requiremnts for a person wanting
his first job ia a company. Requirements seem to be:

L. Acceptable attendance record both at work and school.
2. Acceptable behavior record.

3. Acceptable past employment record.

4. Career interests.

5. [Eighteen years of age.

6. High school diploma or equivalent.

7. Minimum scores on tests.

8. Personal qualifications; physical requirements,

9. Requisite skills for specific jobs.

Employers want the best employee they can get. The companies to which vou will go
in scarch of your first job tell vou that there are certain things vou can do that
will improve your chances of being hired. Following is a list of the important
preparations cuployers think you need:

L. People applying for secretarial or clerical work need a better under -
standing of grammar, spelling, simpie mathematics, typing and shorthand.
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There needs to be a better underst.unding of aritlmetic, grammar,
and spelling for everyone.

Students should learn how to act in a business office, how to
dress, and that "good results” will be expected and required of"
them by their employers.

Students should learn how to apply for work, job interviews; should
be aware of importance of personal hygiene, courtesy, and emp loye r---
employee relationship.

Students should be "directed toward a field or vocation which is
reasonable in terms of their individual skills, antitudes and
abilities.,"”

6. Students need to be aware of the outlook for employment in an area,
the wages, and the nature of preparation that is required.

7. Students need to learn how to approach and solve problems.

8. Students need to learn how to work with others; how to get along
with fellow cmployees and how to take instruction.

9. Students need particularly to learn about acceptable grooming and more
appropriate ways to dress.

Taken from: Vocational Education, A Message from Business, California Assoc.
of Secondary School Administrators, 1965, written by William
N. !McGowan.
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WHAT IS AN APPRENTICE?

127

An apprentice is o worker who goes through a step-by-step learning program
to become a journevman, craftsman or mechanic in a recognized skilled trade vhich
will take two or more years. The length of the training program depends upon
a written agreement, although sometimes it is oral. 1In most skilled occupations
the training program lasts from three to five years.

There is a Federal Committce on Apprentices that sets standards to assure
tirat the apprentice will gain skills and proficiencies necessary to a craftsman,
The committee requires that an apprentice be trained under a schedule of work
experience on the job and in related instruction, and that he be regularly rated.

An apprentice is taught use, care, and safe handling of tools and equipment
used in connection with work. Classroom work is required in subjects related tc
techniques of the trade. Many junior colleges offer courses for apprenticeship

programs.

Characteristics of the Job

Occupations with apprenticeship programs are usually highly regarded, not
only because wages are high for journeymen, but because supervisors and managers
often apprentice-train.

Apprentices usually receive half the hourly wage of the journeyman* at the
beginning of the training program with gradual raises until the end of the nrogram.

If the apprentice needs handtools in the trade, he mav get *hem on his own
or funds may sometimes be advanced by the employer. In some cases the emnlover
loans the apprentice the tools.

Most trades with apprenticeships are highly unionized.

The apprentices may be moved from one employer to another to help him gain
a variety of experience in all branches of a trade.

Qualifications

High school graduation or similar qualification is generally preferred.
Lven where it is not required, high school education, with emphasis on courses
in matheratics, gives an apprenticeship candidate an advantage in nearly all
programs. Vocational courses in high school are helpful. Basic arithmetic is
required for most apprenticeships. Young men between the ages of 16 and 24 are
preferred.

Characterisitics of applicants
The applicant must be accurate, patient, and able to follow complex instructions:
must be resourceful; usuailly have manual and finger dexterity.

Lmployment prospects

Opportunities for apprentices are limited in most fields but varv among
trades and communities. Usually there are many more applicants than openings.
Jobs are almost entirely for men. In one state, out of approximately six million
persons in the industrial, technical, production labor force, there are only
23,000 persons in apprenticeship programs.

*Journeyman - an experienced reliable workman in any field.
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Advancement Opportunities

Wage and skill advancement, generally taking place at six-month intervals,
are determined by agreement within industry. When the training period is
finished, the apprentice receives a certificate of completion, and he assumes
a journeyman status. His advancement may then be to foreman or other supervisory
and sometimes managerial positions. In many occupations that have apprenticeship
programs, the worker may sometimes set up his own business and be self-employed.

Where the .Job is TFound

The person seeking an apprenticeship should apply to the local office of the
State Employment Service. lle can alsc apply directly to the appropriate labor
union, contractor, or employer associations, local joint-apprenticeship training
commi ttees, or directly to employers.

A list of apprenticeable occupations is available in the Bureau of Apprentice-
ship and Training publication, Apprenticeship Training - An Investment in Manpower,
For information about apprenticeships available in broad occupational areas, see
the U. S. Department of Labor p-mphlet, Job Guide for Young Workers.

Taken from: Chance or Choice, Alameda, Calif. County Schools.
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From: Choice or Chance, Alameda, Calif, County Schools

APPRENTICESHIP TRATNING PROGRAMS

Asbestos Worker

Auto Machinist

Auto llechanic-heavy duty

Auto Upholsterer

Baker

Blacksmith

Bricklayer

Carpet Layer (linoleum, soft tile)

Cement Mason

Drywall

Glazier

Hardwood Floor Layer

Iron Worker-Reinforcing

Lather

Locksmi th

Meat Cutter—-Sausage Maker

Millwright

ilolder & Coremaker

Ornamental Iron Worker

Pattern Maker

Pipefitter

Plasterer

Plater, Llectro

Printing Pressman

Regrigeration and Air
Conditioning

Roofer

Sprinkler fitter

Steamfitter VUelding
Tilesetter
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Auto Body Fender Renair
Auto Mechanic

Auto Partsman
Automotive Painter
Barber

Boilermaker

Carpenter

Carpet Stitcher

Electric Motor Repair
Grinder-Metal Polisher
Inside Wiremen Electrician
Iron Worker (Stru. Steel Fab.)
Lithographer

Machinist, Bench

Mill Cabinet - Cabinetmaking
Molder, Bench

Operating Engineer

Painter

Photo Engraver

Plant Equipment Operator
Plastics Laminates Fab.
Plumber

Rattan Jurniture Repair
Rigger

Sheetmetal Worker

Stationary Engineer

Surveyor-Chief of Party
Welder, Comvination
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EXERCISES

A.  The following students want a particular career. What courses should

they take?
Student Career Courses

1. Joe Lawyer

2. Phil Doctor

3. Leah Dietician

4. Mary Legal Secretary
5. John Farmer

®

6. Jerry Mechanic

7. Nita Nurse

8. Bill Salesman

9. Beth Teacher
10. You

B. List fundamental skills required in any work (give at least ten).

. C. Enumerate five careers which necessitate the knowledge provided by
your favorite subject.
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Would you check in the appropriate places the items as they apply to the

student.
tions to employers.

Last Name First Name

Reliability

Excellent

Social Skills

Respect for AuLhority__a.

Initiative

This information is used for college registration and recommenda-

Class

Good

B

Coouperation

Fair

Poor

» e e e e h e e———

Willingness to Follow Instructions
Ability to Get Along with Others

Leadership

Honesty

Attendance

GENERAL RATING

Please Add

college admissions office:

Date

o the Student:
dirvectiy to the Guidance Office,

148

Signed

Position .

additional specific information of benefit to employer or

Plrase ask the person recommending you to return this
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NEEDS FILLED BY RECREATION

Phvaocal -

exercise

coordination
manual skills
strength

relict ot tension ol musceles

B. Social -

learning tolerance, give and take, compromise, Leadersnip

working in groups develops trust, likes, acceptance

€. Practical -
experience
know Ledge
skill

linding career interests

help make decisions

teaching resourcefulness

D. Mental and Emotional Needs -

creative drive

dagpressive drive

..  Compensation -

skitl in which he can excel
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APPENDIX A

Guideline for an Individual
Research Study of an Occupation

157

VA




Ir.

TTI.

Iv.

STUDY OF A CAREER

€yl

Researcr and Planniug Outline Form

NAME OF THE CAREER OR CAREER ¢IELD

A. TIs there a DOT number for tnis career?

B. Otner names often used for this carce:?

. Reasons for sclecting this particular career to study.

HISTORY OF THE CAREER

PEOPLE IN THIS CAREER

A. Approximately how many people are now employed in this career

field?

B. Briefly discuss current employment trends relating to this career.

C. Where are jobs related to this career most otten found? Why?

DUTTES OF THIS CAREER

A. General duties

B. Specific duties

~

itours of work ordinarily required

158




Aruitoxt provided by Eic:

ERIC

V.

Vi,

A, Sex

B. Age

H. Other

Ls there anytaing unusual about the number o! hours or nat, s¢ of
the work scnedule which might relate to tnis jieb ficld?  (Seasonal
fTuctuations, days, nights, split shilfts, otu.)

QUALTTICATTIONS OF WORKERS IN THIS FIELD:

C. tliealth and phvsical

D. Personality

E. Experience

F. Aptitudes

G. [Education (general level and type required)

I. What are the most common methods of entry into this career?

Which one would vou cheose?

Why?

EDUCATLONAL PLANNING

159
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Jevelop a complete nigh school propram that would be tue boet
preparation ror this career, for entry into o POs t=suconuar; schiooi
if one 1s necessary for thls career.

Are post-sccondary vocational-technicail schools involved in the

preparation for this career. Give specific examples

If you decide to attend a post-secondary school, what entrance
requirements might you expect? What courses would you expect to
take? What is the length of training! Cost of training?

Briefly describe any armed forces training opportunities that may

relate to this carcer.

[s a coilege or university education required? If it is, consider
the following important factors:

1. Length ¢f college course

2. Specialized courses requiied for graduation or certification.

J. Approximate cost per year (on=-campus or of - campus)

4. What are the scholarships, loans or grants that you could apply

for to nelp with the cost of this training?

-
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VIIL.

¥ Otner Training (Discuss)

I. 1Is this an apprenticeable program?

2. Company training program

3. On-the-job training

RELATED FIELDS
A.  List and briefly describe seve-al career ficlds relsted to the one

you have chosen to explore. (Refer to occupational cluster posters.)

B. List other careers that could effectively utilize the training

and eXperience.

FINDING A JOB IN THIS CAREER FIELD

A. Legal requirements for entry into this field

B. Public and/or private employment agencies that might be helpful

in seccuring a job in this field

Go Newspaper ads (attach Lo separate sheet several ads pertaining to

this career)

871
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Briefly describe the manner in which you would po about mruing

a direct application for a first job in tnis field

-

List four local firms where employment in this career field could

be found

Y you were Lo make application for this job, whom woutd vou use
tor recommendations? List three puersons.  (refer to appendix A;
letter of application)

—

Write a sample letter of application for tuis tvpe of position on
a separate sheet of paper and attach.

IX. EARNINGS

A.

X, THE

O

ERIC -

Aruitoxt provided by Eic:

How much ~an you expect to make from this career?

L. Beginning salary?

2. Average salary?

J. Exceptional salary?

What expenses might you have to meet in following this career?

NATURE OF THE JOB

List some benefits other than salary that you would expect to

pain from this career

6%




XIl.

XLII.

B. What hazards can you anticipate in this job field?

C. What organizations can you be expected to join?

D. What demands would this career place on a family?

CAREER ADVANCEMENT

A. What are the chances for advaicement in this field?

B. Would advancement require additional training? Fxplain

C. Would advancement require additional duties? Explain

D. Could advancement require moving to another location? Explair __

—

E. Is there a need for ~ontinuing education to hold this position?

cZxplain

ARRANGE AN INTERVIEW with someone employed in this career field. Ask
tuls resource person the same questions you have been exploring in this
project and any additional questions you may have. Write a summary of
this interview.

AFTER STUDYING THIS CAREER in depth, state why you would or would not
be interested in making this your own career objective,

. 163
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Personal Data Sheet
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TELEPHONE:

EDUCATION:

‘ REFERENCES:

43!

PERSONAL DATA SHEET

NAME:  Jolu: Baker AGE: 19
ADDRESS: 319 Oak St., 3ismarck, ND 58640 HEIGHT: 5'11"

255-3240 WEIGHT: 160

MARITAL STATUS: Single

Elementary School: Cunningham School; graduated 1965
High School: Roosevelt High School; graduated 1969
Commercial course with general "~ usiness major
Electives included business procedures and bookkeeping

PREVIOUS EMPLOYMENT: <(lerk, National Insurance Co., 145 N. LaSalle St.,

Centerville,
June 1969 to present
Clerk, Check-Clearing Dept., Jtate Bank,
917 Dearborn St., Centerville,
June - September 1968
Supervisor: Mr. H. C. Smith

SCHOOL ACTIVITIES: Business Club, football team, Student Council

PRESENT INTERESTS: Photography, camping, record collecting

Mr. T. R. Preston
Section Manager
National Insurance Co.
145 M. LaSalle St.
Centarville, I11. 62271
DEarborn 2-9820

Mr. .. E. Fisher

Accounting Instructor, Roosevelt High School
2034 E. Main St,

Centerville, I11, 62201

NAtional 8-6880

Mr. P. A, Jolmson

4839 South Boulevard
Centerville, T11. 62201
AlLpine 1-4906
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DIAGRAMS FOR U LOKING

U
I~

CCUPATIONT

RELATED TG SCHOOL SiBJECTS

Me dlagraws on the fo.lowing pages are designed tu assist students who

B

"t vl subject dreds.
U cupartional

additional intormat ion

y

tile by the Dt ionary

Titles

The victiouary ot
Labor publication, and

(v

(2)

(5)

Fhe 0 oL 1.

mde. tded about a specitic occupation, tut have ionterest in one of the
Lach occupation tas been coded according to tne Dictionary

for easy referenie.  Students who desire to obtain
about A4 certdin ovcupation can refer to the professional
ol Oucupational itles code number.

Uccupational Titles ig a United States Department of
consists of rive points:
The occupational title,

the industry cesignation or work activity with which
the occupatior is identified,

classification by code number,
alternate titles, and

a brief description of the duties of the occupation.

{s available from the SuperintendenL of Documents, U. §.
bovernrent Frinting Oftice, Washington, D, ¢,

20402,

the above refers to ¢h D.O.T. (Dictionary of Occupational Titles) 1965

Third Edition, Volumas [ & IT.

sugpestion: itw .tiagrams ..an be uased on bulletin
discussions. (We would be interested to knew how vour
informatica, particularly if the methods are different

boards or for class
school uses this
from those listed above.)

Mail Order Form to: D.O.T. ORD@B FORM

(A1l orders are prepaid)

Superintendent of Documents, Government Printing Office, Washington D. C. 20402
Enclosed find $__ _ (check or wmoney order)
Please send me Volume [ - Def{nitions of Titles - at $5.00 each
Please wond me Volume T} - Occupatfonal Classitf{cation - at $64.25 each

Naad o L e . School

Streer Addres ] . ) .

Citv, Stdte and L{P Code o L = _ )

19
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SUML OCCUPATIUNS RELATED TO INTEREST AND ABLLITY IN

LLSINESS TRAINING AND DISTRIBUTIVE £DUCATION

PR
Seeretar.,
201, 3

Account iag
Clerk

LY, LaK

coamerciag g
PO ey

RV B S

‘di(‘:‘

Trocaat fen

an et

boils

COMME e A
T3 I
DISTRY 7V

LU ONTTON

Advertisis
ey Write

32,188

Oftice
Haciine
Drerator
20 L 78Y

Silv e

PO o

adant

BT IR IR

. ‘ S e

Machines

O30

ST Ve

L4
*
i

—

STat1an
Q
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SOME OCCUPATIONS RELATED TO INTERFST AND ARILITY YN FNGLISH

961

Editor

Proof
Reader

Interior
k. Decorator j

132.033
§ -Foet : Clergy
» Versifier: 120. 108
130.088
4 Essavist
judge ;
121?108 j ‘ Lecturer
. A f Lyric &\ All 090.228
A ) p 4 Song write ¥ Teachers
o, 1 130.088 ~ 099.228
fﬂ\\ \ \ , 092,228
g Forestest ‘ \ g ;
: 040.081 ; \ ‘ Poet
' 4§ §Reporter ) 130.088
{ Lawyer £ 132.268 ' #§ Pharmacist)
g 110.108 074.181
. Radio
Stenographg; v
. 202. 388 Announcer
- 7 ) 159,148
g Typist § .tress ;
203.588 @ Actor
?o0litical 150.048
scientigt ¥ . ; ENGLISH
151.088 ; Librarian
223.387

N ~cationsal
. Counselor

Reader
131.088

Employment
Manager

f Saleaman
259,258

Salesr 166.168
person Social
289.358 Group

; Promotion %
‘ Y Manager f Personnel
163.118 ¢ Manager

166.118

, Auctionesr

294.258
25




JOURNALISM

Concerns  thase occupations invoived in the writing and editing of newspapers,

magazines, and books.

——

MOTION PICTURES

Concerns those occupations involved 1n the creation and production of motion

pictures

Reporters

Copy and Proofreaders
Columnists and Critics
Manuscript Analysts
Specualized Personnel
Editors

Circutation Personnel
Advertising Personnel

Producers, Directors
Writers
Speciat Artists

TELEPHONE AND TELEGRAPH

Concerns those occupations invoived in the transmission of metsages via wire and radio

for both local and long distances.

Camera Lights, Sound Personnel
Fim Handlers
Cotume, Make up Personnel

“wenety, Props, Special Effects Personnei

COMMUNICATIONS
AND -
MEDIA

RECORDING INDUSTRY

Concerns those occupations nvoived 1n the creation and production of recorded

sound

Enginesrs

Transtators

Administrators, Specialized
Managers, Supervisors
Technicians, Managers

Clerical, Sales Personne!

Bench Workars

Electrical Workers

Production, Distibution Personnel

Sales Personnel
Administrators

b vemed

RADIO AND TELEVISION BRDADCASTING

Concerns those occupations involved 1n the creation, production, and transmission of

130 and or telrvision xosdcasts

|

|

et o e o m  mmwa e 4 wetmn

< h
< apegy th

'
8

SATELEITE AND LAZER TRANSMISSION

13 5a%¢ ' te or lyrer

W Es0at o nvotved o the rgnsemission of aurat and/ot visual matter

Broadcast Preparation Personnel
Broedcast Prewentation Personnel
Transmission Personnel
Administration, Sates Personnel
Service Personnet

Supportive Personnel

Production Personnel
Engineers

Thig fichd o O e thy _214

Wit mgve vyt beer |
detrwated _

S S —

170
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FINE ARTS
AND
HUMANITIES

THE VISUAL ARTS

The grouping of those vccupations concerned with the design of products and the art
mages used i adver Lsing and the fine arts

THE PERFORMING ARTS

Commercial Artist and Desgner
Painter and Sculptor
Photographer

interior Decorator and Designer

The grouping of those occupations concerned with musc, theatre, and the dance

OCCUPATIONS IN WRITING

Performing Musician

Composer

Actor

Dancer

Choreographer

Technicat and Stage
Production Personnel

.I||
L iterary Wrater

Tectimical Caosy Ye

‘Writer tor Teles <o vl

The grouping of those occupations concerned with communication through written
forms

jl ARCHITECTURE

i

o ————

i..l_4 e g outeng 0f thuse aCcupdtions corcerned with the ¢ entific study of language, and

|

Claywtight
krtor
Joa =akst

Arintact -— llid

Tne giouping of those occupations concerned with the planning and designing uf
butidings and the sepetvision for burlding construction

RELIGION AND THEOLOGY

The groupng of those occupatrons concerned with the orda.ned clergy and other
retigiousty oriented fields

|

LANGUAGES AND LINGUISTICS

The Clergy

Christian Scrence Practitioner

Rehgiout Music, Education,
Activities Director

Support Occupations

A 1h Those requinoy it hingua! skalls

HISTORY AND MUSFUMS l_

v g ot s o apatinn, oo eowe with study of records ot the past, and the

Historan
Archivist

» 3 4 10g c2e past aed present events astiiuhions geas,

Murscam and Historacat
Sites Occupations

Arcirted” 003 Dt
Acchitarr iy Spce s <)

S
1

lvcli"!w:,l
H
Screntsf ¢ Lingunt |
— tnicepreter
T anslatoe

SVE——— |
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ACCOUNTING Manager
. . . Cost Accounting
Thi . (L] 3 Certi
15 acea is the science, art or system of keeping, analyzing and explaining records. ified Public Accountant
Systems
Statistician
Machine Accounting
COMPUTER ogsmmer
Key Punch Operator
This ares invoives the electronic method of storing, calculating, correlating, and sel 9 Clerk
data of » specific nature. Data Typust
Console Operator
SECRETARIAL SCIENCE Lega! Stenographer
Coutt Reporter
This area 15 the specidiization of keeping records, taking dictation, compos:ng, editing Court Clerk
and creative writing. Medical Stenographer
Executive
MANAGEMENT Supervisor
BUSINESS Methods Examines
This ares 15 the coordination of planning, diecting and controiling the actwvities of M (Owner)
AND —] (ager Towne
personnel. Teacher
OFFICE Public Relatrons
N
Clerk 1
PEARSONNEL Counselor
Technictan
This area involves the functions of recruiting, interviewing, hiring and record keeping Investigator
during the working career of an individual. Adminestrator
Recruiter
Finance Insurance Real Estate
FINANCE - INSURANCE - REAL ESTATE
Analyst Attorney Qroker
o] £ nance 13 the science of managing money  Insurance 15 the function ot msuring against Bank Personnel Examiner Slesmen
toss  Real estate 13 the land, and what s crected growing or affixed to the land and Auditor Actuary Cletk
transactions involved in these functions Coun-elor Clerk Escrow Clerk
" Teacher Teachet Appraser
Teacher
Clerk
e e e - avmmrr e e @ i i i -t <ot o rtsmmen R Typist
QOFFICE (CLERICAL) Receptionist
L Tunekeeper
= 7 TR rea 08 the ofaoe 30d Claredl duties rot tequining kncwiedge of systems or o Business Machine Operators
Cedares Router

O
ERIC

E




09T

APPENDIX D

Guidelines For Use of Resource Persons




Letter To Resource Person

Dear

My students are studying

We would like to have some first hand knowledge about this area. We are
very interested in the work that you do at ycur job. Below are listed
some areas that we would like to have included in your talk to the class.

B . .

O 00 N OB N
.

B e e e e
PNV WN O

Title of job

Duties

Training or preparation required.

Approximate starting salary - salary after ten years (average).

Have you been doing this same type of work all of your working life.
Demand for such a job.

Supply of workers for this occupation.

Physical characteristics needed.

Social characteristics needed.

Do you work alone or with others.

Do you need to get along and cooperate with other workers.

What school courses helped a great deal in preparing you for this work?
How do you feel after a days work? Why?

Why do you work?

Do you like this job?

What are the good and bad points about 1it?

How and where training can be obtained.

Leave plenty of time for questions.

Listed below is some information you may find useful.

Subject area

Number of students

Description of facilities and equipment available

Thank you very much for consenting to spend some time with our class.

Sincerely yours,

Teacher

174
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Follow - up of Resource Person

1. Discuss things they learned from visit (what do they know now
about this job that they did not know in the past).

2. Discuss:
a. What are the employment opportunities for these workers?
|
b. Would you like this type of work?
|
c. What characteristics do you have that would be valuable in
this work? |
d. What rust you improve on if you were to go into this line
of work?
e. What requirements (educational, physical, etc.) are necessary
. for this work?

f. What geographical factors, if any, determine the locatiowu of
this type of work?




RESOURCE PEOPLE GUIDELINES

Preparation:

1. Make the initial contact.

2. Teacher should obtain background information on person so she can
make the introduction.

3. Provide information to the speaker describing the type and number
of students, the program, facilities and equipment you can provide,
things to cover, etc. (letter for this purpose attached)

4. Cover the area concerning the resource person before he or she comes
to the classroom.

5. Give students some general knowledge of this person's field.

6. Talk about questions that they wish to have answered. (general)
Have these organized so that all questions can be asked without
repetition.

7. 1If question period lags the teacher should ask questions to bring
out things that haven't been covered thus far.

8. Have the resource person ask students "What do you think I do?"
before he begins his presentation.

9. Follow - up of field trip for evaluation purposes.

€91



APPENDIX E

Guideline For Field Trips
For Career Education
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Aruitoxt provided by Eic:

A,

Guideline for Field Trips for Career Developme

Teacher-Pupil Planning

£ N e

Plan type of trip.

Are students interested in going on field trip?

Is trip justifiable? (Can classroom provide same learning?)
Reason for taking trip:

a. Develop awareness of different workers

b. Helping them observe working conditions

c. Awareness of interdependence of workers

Teacher Preparation

1.

Permission from principal
Plans for transportation
Permission slips
Develop form-sheet for the tour of business place
Contact business tour establishment
a. Permission to come and definite date and time
b. Provide information for business place be.ng toured
1) Number of students
2) Age, grade level, etc.
3) What material covered by students previously
4) Questions students might ask
5) Safety measures to be observed
6) Questions workers might ask
c. Seccure any information or materials from business for
students to review before going on trip

Pupil Preparation

1.

Watch for:

a. Working conditions

b. Duties of workers

c. Clothes they wear - appropriate

d. Number of workers

¢. Safety

{. Do workers enjoy the kind of work they are doing
Special instructions

a. Appropriate clothing

b. Conduct on tour

¢. Safety practices

d. Courtesy throughout tour
¢. Departure time

Follow - Up

..
3.
4

Did you enjoy the trip?

Would you recommend the trip for others? Why? Why not?

Were all questions answered?

Did you observe any kind of work you would enjoy doing?

What did you learn on this trip that you didn't learn in
the classroom?

178
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APPENDIX F

Addresses for Suppliers
of Resource Material
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ADDRESS OF SUPPLIERS OF RESOURCE MATERIALS

Academy Films
748 West seward SU.
tollywooud, talit. 90038

Allyn & Bacon Inc.
Coliege Division
Rockleigh, NJ 07647

American Book Company
300 Pike Street
Cincinnati, Ohio 45202

Ameriodan Guidance Service
Publishers 8ldy.
Circle Pines, Minn. 44014

Associatioun-Sterling Films
512 Burlington Ave.
LaGrange, IL. 60525

Association Films
660 Madison Ave.
New York, NY 10022

BFA (Bailey-Film Assoc.)
2211 Michigan Ave.
Santa Monica, CA 90404

Benefic Press
10300 W. Roosevelt Rd.
Westchester, IL 60153

Bobbs & Merrill
4300 W. 62nd St.
Indianapolis, Ird. 46268

Careers, Inc.
P. 0. Box 135
~—-Largyu, Florida 33540

Childrens Press
122% W, Van Buren St.
Chicago, 1L 30007
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The Child's World, Inc.
515 N. Front St., Box 711
Mankato, Minn. 56001

Chilton Book “o.
«v1 Walnvl St.
Philadelphia, PA 19106

Churchill Films
662 N. Robertson Blvd.
Los Angeles, Calif. 90069

David C. Cook Pub. Co.
Elgin,
Illinois 60120

Communico
1735 Administvation Dr.
St. Louis, MC 63141

Coronet Films
Coronet Building

65 E. South Wate- St.
Chicago, IL 60601

Ccward-McCann, Inc.
200 Madison Ave.
New York, NY 10016

Crowell, Thomas Y.
201 Park Ave. S.
New York, NY 10003

Denoyer-Geppert
5235 Ravenswood Ave.
Chicago, IL 60640

Developmental Learning Corp.
3505 N. Ashland Ave.
Chicago, IL 60657

Dillon Press
108 Washington Ave. N.
Minneapolis, MN 55401




sdal Ols ey Productions
ceutatloaad Film Division
FIVIVEN saedVistad Ave,
cLitaan, tatdt. 91003

Jowd, Mead & Company
M Madison Ave,
New York, NY 10016

Doubleday & Company
201 Franklin Ave.
udarden City, NY 11530

eu-trar
\See Denoyer-
Geppert)

Lducators Progress Service,

2i2-214 Center St
Randolph, Wisc. 33956

Lducational Progress Corp.
8538 k. 4lst st.
Tulsa, OK 74145

incyclopaedia Brictanica
Preview/Rental Library
1822 Pickweck Ave.
Glenview, IL 60025

Lye Gate tlouse
146-01 Archer St.
Jamaica, NY 11435

Fearon Publishers, Inc.
2105 Park Blvd.
Palo Alto, Calit. 94306

bilmstrip House
432 Park Ave. S.
New York, NY 10016

Filmstrip of the Month
Popular Scizxuce Pub. Co,
355 Lexington Ave.

New York, NY 10017

Finnev Company
3350 Gorham Ave.
Minnecapolis, MN. 55426

Inc.
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Florida Development Commission

Film Library
collins Bldg.
Tallahasee, Fiorida

Follett Educational Corp.
Customer Service Center
Box 5705

Chicago, IL 60680

Ford Market, Inc.
63 St. Anthony Blvd. N. E.
Minneapolis, MN 55421

Gel-Stenn
911-913 s. Hill St.
Los Angeles, Calif. 90015

Ginn & Company
Staler Building

125 Second Ave.
Boston, Mass. 02154

Grove Press
80 University Pl.
New York, NY 10003

Guidance Associates
41 Washington Ave. .
Pleasantville, NY 10570

E. M. Hale & Co., Inc.
1201 S. Hastings Way
Eau Claire, W1 54701

Harper & Row Publishers
Keystone Industrial Park
Scranton, PA 18512

Harvey House, Inc.
5 S. Buckhout St.
New York, NY 10533

Hawthorne Book, Inc.
70 Fifth Ave.
New York, NY 10011

Highlights for Children
2300 W, Fifth Ave.
Columbus, OH 43216
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cuboa Tttt hin Co.
ia dlavia Ave,

Goeneva, ot 60134

choetaad Yulm Qo
el S, Clornde Ave.
sotnc i, rlorcda 33803

CTOTLa M Svetous & Service

Joobon 123

rlwather, Wiso. 5320!¢

tastructo Corp.

t el N
goennsyvivanta 19301

.t tanay

0 2781 L. Grand bivd.

delrort, Michigan 48211

Aitred A, anopi, Inc,
Wl Manlison Ave.
Sew o Yore, NY O pul2

Leidiaw drothers
fhatchor & Madison
River Forest, [L 60305

Little Brown & Co.
34 Beacon St.
Boston, MA (02106

Loty i dmslide Serviee
/500 rarmount Ave,
Cooderrito, Caidt.

Martow Pabh ity ae oons

‘ Yol Market .
ain Deego, calit. 92501

El{fC‘ 182

Aruitoxt provided by Eic:

Macrae-Smith Co.
225 5. 15th St.
Philadelphia, PA 19102

McGraw-itiil took Co.
330 W. 42nd St.
New York, NY 10036

Melmont Publishers
(See Childrens Press)

Milton Bradley Aid:
74 Park St.
Springfield Mass. 01102

Modern Talking Picture Ser:re
9129 Lyndale Ave. §.
Minneapolis, MN 55420

National Dairy Council
111 North Canal St.
Chicago, LI 60606

National Forum Foundation
(See American Guidance Service)

National Gallery of Art
Extension Service
Washington, DC

Net Film Service
Indiana University
Bloomington, IN 47405

F. A. Owens Publishing Co.
Dansville,
New Tork

Oxtord Book Co.
387 Park Ave. S.
New York, NY 10016
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oo Mociaon Ave

‘l’ Che T, Y TuUJin
—/»\\‘ Jord drodacliions

[ B " '()U«“i
purvantn, talii. 915095

aadtin Filos
220 w. 2nda St
aew York, oY 10030

wandon douse
2L tas . 20Lh st
SUW Y\’."Z{, wY lUOl..).

Richaed Qosen Press
29 1. 2ist St
TN Y(‘r}\, .\Y 10010

Kider Colleye
Public intormation bnit

‘ lrenton, ~J 08602

scholastic Book service
2931 . :tCarty St.
Jefferson City, MU 65101

sciiolastic Magazine, Lnc.
(Weekly Reader)

902 ¢ylvan Ave.

fnglewood Cliffs, NJ 07632

scivace Kesearch Assoc.
259 L, Lrie St.
Chicago, 1L 60611

Scott, Foresman & Co.
3145 Picdmont Rd., N, E.
Glenview, UL 60025

Sextant dSystems
(see Information Systems
& Services)
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Shell Film Library 0
450 N. Meridian St.
Indianapolis, Ind. 46204

Silver surdett Company
460 S. N. W. ilighway
Park Ridge, 1L 60068

Society for Visual Education
1345 Diversey Parkway
Chicago, LL 60614

Steck-Yaughn Co.
Box 2028
Austin, Texas 78767

sterling Publishing Co., Inc.
419 Park Ave. S.
New York, NY 10016

Taylor Publishing Co.
Box 597
Dallas, [exas 75221

Texaco Inc.

Mr. Smithwick
1570 Grant St.
Denver, Colo.

Thompkins Films
Box 46611
Los Angeles, Calif. 90046

Trend knterprises
White Bear Lake,
Minnesota

U. S. Government Printing Office
Superintendent of Documents
Washington, DC 20402

U. S. Dept. of Labor
240 New Federal Bldg.
653 Second Ave. N.
Fargo, ND 58102




Aruitoxt provided by Eic:

Vg fress
2O Madison Ave.

NERER T -y Y el

Cihia
P st St e ow.
washin. ton, JC 20506

j. wWeston w.lch, Publisher
bux 1075
Portland, Malne U+104

ctankiin watts, inc.
» 7D Lediungton e,
aew York, oY 10022

woeh IV header
(See Scnolastic Magazine)

Westminster ress
witnerspoon Bldg.
Juniper & wWalnut St.
Philadelphia, PA 19107

weston Woods
Newtown Turnpike
seston, Conn. 06880

whitman, Albert
S0 W, iLake sSt.
Caicago, 1L 60600

John wiley o dSoans
605 ihird Ave.
Moew Yore, NY 10016

. Wilson Corpouration
595 West laft Drive
south holland, IL 60473
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